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MAN g. MANAGER, INC. 

799 BROADWAY • NEW YORK, N. Y. 10003 



Employee Relations in Action 
Employee Relations in Government 
The Businessman & The Law 
The Supervisor’s Action Guide 
White Collar Management 


Dear Sir: 

At the request of many of our subscribers, we are about to expand our 
coverage of the employee relations field by publishing a twice-a-month 
newsletter dealing with white-collar personnel. 

As you know, standards and policies are not as clear-cut in the white- 
collar area. Educational backgrounds range from high-school to PH.D. — areas 
of responsibility run from clerk to executive — supervision and company 
policies tend to be more informal. 

In the blue-collar field, management is guided by the union contract. 
The ground-rules are set upon signing...”The employee is entitled to thus and 
so and must perform in the following manner.” 

Since this is not usually the case in the white-collar area, many an 
employer has been led to believe that he can do pretty much as he pleases — 
that his policies with his white-collar people need not be as carefully 
spelled out. 

Nothing could be further from the truth. 

Over the past five years, there has been a 10-fold increase in the 
number of court cases involving white-collar employees and their companies. 

New precedents have been set — many new government regulations dealing with 

issues like fair employment practices, equal opportunity, wages, & hours, 
compensation, pensions, etc. have been added — substantial gains in the 
highly-organized blue-collar area have created pressures on white-collar 
workers to keep pace. 

News travels fast these days. Rights, privileges and company policies 
are compared and openly discussed — and many of these policies are being 
challenged by a more sophisticated work-force which makes frequent use of the 
courts and government boards. 

These are problems which the free-wheeling businessman of even 
20-years ago seldom had to think about — particularly in the white-collar 
area. Today, they are crucial. 

It 1 s not a question of who will win in a show-down. The objective is 
to be fair, yet in firm control of your business — to avoid leaving your~ 
companyopen to an unpleasantness which could have been avoided in the first 
place. It’s costly in terms of time, money and possible unfavorable 
publicity. 

Twice a month, WHITE COLLAR MANAGEMENT will keep you abreast of new 
legislation and court decisions which affect your employee policies. (See 
enclosed index for the range of subjects covered.) 


over please 











Edited by Dr, Lawrence Stessin, Professor of Management at Hofstra 
University, Ira Wit and Elmer Ellentuck, both members of the New York Bar, 
WHITE COLLAR MANAGEMENT 


1. Tells you which policies are being challenged by citing 
actual court cases, 

2. Helps you audit and plug loop-holes in existing policies. 

3. Alerts you to new decisions and interpretations by govern 
ment boards and other agencies, 

4. Helps you compare your managerial skills with others who 
have faced similar problems. 

5. Provides you with an instant reference of solutions to 
problems which may confront you at any time. 

6. Gives you an authoritative, low-cost tool for training 
and developing your management people. 


The cost? Just $5 a month — extra copies at substantially reduced 
rates for distribution to key supervisory personnel. 

So whether you employ one or one thousand, we believe WHITE COLLAR 
MANAGEMENT is a small investment which will yield rich dividends. It frees 
you for making the BIG decisions — assures you that your supervisory 
personnel are being kept abreast of what's going on throughout the country in 
the ever-changing field of human and labor relations. 

Furthermore, if WHITE COLLAR MANAGEMENT doesn't fill the bill, you can 
stop the service at any time and we agree to make a prompt refund of the 
unused portion of your subscription. Fair enough. 


An order card is enclosed for your convenience 


Sincerely 



E. A. Lowell 
Subscription Manager 


EAL/sas 









Hot* Would Ifou Handle The*e Problem* % 7 key Came Aero** If our he*k? 


Indexed below is a brief sample of case material you will receive in WHITE COLLAR MANAGEMENT —a roundup 
of actual legal decisions involving: EXECUTIVES, SUPERVISORS, SALES PERSONNEL, OFFICE EMPLOYEES and 
PROFESSIONAL PEOPLE. 

WHITE COLLAR MANAGEMENT 799 BROADWAY NEW YORK, N. Y. 10003 


ADVICE & COUNSELING 

What Are The Risks Of Giving ‘Wrong Advice' To Office Employees. 

Can A Company Safely Recommend A Lawyer,. 

ANNUAL STOCKHOLDER MEETING & REPORTS 

Can Employees Air Complaints At The Company's Annual Meeting. 

Do You Have To Pay Employees Who Take A Day Off To Go To An Annual 

Meeting . 

Can An Employee-Stockholder Take His Grievances To The President. 

ANNUITIES 

Can You Arrange Annuities So That They Can Be Cancelled If Business 

Goes Bad . 

Are Bonuses And Profit Sharing Figured In As Basic Compensation In An 

Executive Pension Plan. 

Can A Company End A Retirement Annuity Which Was Awarded As A Gift 
To An Executive. 

ANTI-DISCRIMINATION 

Must A Company Rehire An Inefficient Negro Who Was Fired By A Preju¬ 
diced Supervisor. 

Can An Anti-Bias Board Force A Company To Hire A Negro Executive. 

APPLICATION FORM 

Can You Provide In The Application That Employee Agrees Not To Compete 
If Hired . 

APPLICANT SCREENING 

Can An Employee Hold The Company To An Interviewer's Promises. 

Can You Force An Applicant To Submit A Photograph With His Job 

Application . 

Can You Be Required To Hire A Qualified Negro Even If There Are More 

Skilled Applicants. 

Can You Use A Lie Detector In Screening Applicants. 

Can You Compel Employees To Be Fingerprinted. 

ATTITUDES 

If You Discharge A Secretary For 'A Wrong Attitude’ Can She Successfully 
Sue . 

BONUSES 

Can The Staff Hold You To A Bonus Because You Gave It In The Past. 

Are Bonuses Part Of Basic Pay In Computing Pensions. 

Does The Man You Fire In May Have A Claim To The Christmas Bonus. 

Can A Company Refuse To Pay A Voluntarily Offered Bonus Even After It 

Is Earned. 

What Strings Can A Company Tie To A New Bonus Plan. 

BULLETIN BOARDS 

Can The Employees Interpret An Announcement On The Bulletin Board 

As A Binding Agreement. 

Can You Be Sued For Libel Because Of An Employee Notice Posted On The 

Bulletin Board. 

Do Employees Have A Right To Use Your Bulletin Boards. 

COMPANY ESPIONAGE 

What Recourse Do You Have Against A Competitor Who Spies On Office 

And Sales Methods Through Your Employees. 

Can You Force a Competitor To Change His Ways Of Business Because 

He Learned Them As Your Employee. 

Does A Technician Have To Tell What He Saw In A Competitor's Plant. 

COMPANY LOYALTY 

Can An Executive Circularize Your Customers Before He Leaves. 

If An Executive Is Disloyal, Can You Make Him Pay Back His Salary. 

Can You Punish An Employee For Running Down The Company. 

Is It Disloyal For Clerical Help To Buy A Competitor's Product. 

Can Company Policies Require Executives To Surrender Gifts They Get 

From Suppliers. 

Can You Require A White Collarite To Report Disloyal Conduct Of Co- 
Workers . 

COMPANY POLICY 

Can You Have A Policy Forbidding Employees To Talk To Insurance 

Investigators About Company Accidents. 

When Can An Employee Challenge Company Rules In Court. 

Can An Employee Be Dismissed Because You Object To His Politics. 

Can You Fire An Employee Who Leads A Revolt Over Back Pay. 

COMPANY PROPERTY 

When Can An Employee Retain Property Belonging To The Company. 

Can A Company Force A Salesman To Return Samples And Presentation 
Matter When He Quits. 

COMPANY RAIDING 

Can You Sue A Competitor For Luring Away One Of Your Salesmen. 

Are You Bound To Respect An Employment Contract That An Executive 

Has With Another Firm. 

Is The Act Of Taking Over A Team From Another Company Legal. 

Can An Employee Object To A No-Raiding Agreement Between Competitors 

In An Industry. 

Can A Group Of Your Employees Quit En Masse To Set Up A Competing 
Firm .. 

CONFIDENTIAL POLICIES 

Can An Anti-Discrimination Board Accept As Evidence The 'Confidential 

Unwritten Policy' Of A Company In Hiring. 

Can A Company Staff Complain Over A ‘Confidential Policy' To Fill Execu¬ 
tive Vacancies From The Outside. 

Is A ‘Confidential Policy' Not To Hire Applicants Over 40 Acceptable. 

Is The 'Confidential Policy' Of Management To Hire On A Racial Ratio Of 
Population Valid.. 

CUSTOMER LISTS 

Can Your Former Employee Use Your Customer Lists To Compete. 


CUSTOMER RELATIONS 

Can You Insist An Employee Drop His Suit Against A Customer. 

Are You Liable If An Employee Shortchanges A Customer. 

Is The Company Responsible If The Help Insults A Customer. 

Are The Promises Of The Customer Relations Department Binding On The 
Company . 

DEVELOPMENT PROGRAMS 

Can A Voluntary After-Hours Executive Training Course Be Considered 

Overtime . 

Must Executives And Supervisors Submit To Aptitude Tests. 

DISHONESTY 

Is The Company Liable If One White Collarite Steals From Another. 

Can A Customer Hold The Company Responsible For Thefts By Employees 
Who Stands The Loss When An Employee Pays His Personal Debts With 
Company Checks . 

EMPLOYEE INTERROGATION 

Can An Employee Questioned By Management Behind Closed Doors Sue 
For ‘False Imprisonment'. 

EMPLOYEE MORALE 

Can An Employee Object To Being Transfered To Another Locale To Work 
Are Promises Made By A Company To Boost Morale Subject To Court 

Enforcement . 

Should An Employee Be Disciplined Because His Actions 'Lowered Co- 
Worker Morale’ . 

EMPLOYEE MORALS 

Can A Company Declare Places 'Off Limits’ To Its Staff. 

Can You Search A White Collarite’s Desk For Liquor. 

EMPLOYMENT OBJECTIVES 

Can You Hire Someone To Duplicate Competitor Products. 

EXECUTIVE DUTIES AND RESPONSIBILITIES 

Can An Officer Profit By Dealing With His Own Company If He Acts Openly 
What Are The Risks To A Company Officer Who Is Inattentive To Business 

What Powers Does A Vice-President Have In Dealing With Outsiders. 

Is An Executive’s Expense Account Subject To Inspection By A Stockholder 
Can An Executive Protect His Job By Inserting An Arbitration Clause In 
His Contract. 

EXECUTIVE COMPENSATION 

What Expenses Can A Company Charge Against An Executive's Portion 

Of A Profit-Sharing Plan. 

Must An Executive Abide By The Company Accountant's Figures On Profits 

Can You Give An Executive A Stock Option With No Strings Tied To It. 

Can The President Of A Firm Hire An Executive And Give Him A Profit- 

Sharing Deal. 

Can An Executive Contract Arrange For Salary Payments After His Death 

EXECUTIVE TESTING 

Can An Executive Refuse To Take Personnel Tests. 

Are Executive's Test Records Confidential. 

HEART ATTACK 

Is An Executive Entitled To Compensation For A Heart Attack Brought On 

By The Tensions Of His Work. 

Can Someone Claim Compensation Because He Got A Heart Attack While 

Arguing With His Superior. 

If A Sales Manager Gets A Heart Attack While On A Hunting Trip With 
Customers, Is He Entitled To Compensation. 

INSIDE INFORMATION 

May A Staff Member Use Confidential Information About Customers For 
Personal Ends . 

JURY DUTY 

Can You Require A White Collarite On Jury Duty To Do Some Work In His 

Spare Time . 

Can You Insist That Someone Working For You Try To Get A Postponement 

Of Jury Duty. 

Can A Company Have A Rule Barring Women Employees From Taking On 
Jury Duties . 

LIBEL AND SLANDER 

Can You Be Sued For Slander For Telling An Employee Why You Fired Him 

Can A Company Commit Libel In Filling Out A Notice Of Separation. 

Is A Company Liable For What It Says In Answering An Inquiry About 

An Ex-Employee . 

Must The Company Pay Damages If One Employee Falsely Accuses 
Another Of Theft... 

L0AN0UTS 

When Your Technicians Are Loaned To Another Company, Are You Liable 

For Their Mistakes. 

Is Your Technician Who Is Directing Installation Of Your Equipment At 
Another Company Subject To Their Rules And Regulations. 

MEDICAL PROGRAM 

Must You Provide Employees With Free Medical Services. 

Should A Company Set Up A Program For Attending Employees Who 
Suddenly Become Sick On The Job. 

MOONLIGHTING 

When Can A Company Find Itself In Trouble Because Its Executives 

Moonlight . 

Can A Technician Act As Consultant In His Spare Time. 

Can A Company Have A Rule Barring All Moonlighting. 

Is Another Company Responsible To You If It Secretly Hires Your Em¬ 
ployees For Moonlighting. 

































































































NERVOUS BREAKDOWN 

Can Someone In A Clerical Job Claim Compensation For A Nervous Break¬ 
down While Working. 

Does An Executive Assume The Risks Of A Nervous Breakdown When He 

Takes On An Exacting Job.-. 

Must A Company Assign An Employee To Work That Will Not Give Her A 
Nervous Breakdown . 

NEW MANAGEMENT 

Can Employees Force New Management To Maintain Old Vacations and 

Bonuses . 

Can Management Upset A ‘Consultant Retirement Plan' Awarded An Execu¬ 
tive After Long Service. 

MANAGERS 

Does A Branch Manager Have Authority To Commit The Company To 
Contract Obligations . 

OFFICE GOSSIP 

Does An Office Worker Have A Duty To Report Employee Gossip. 

Can Management Be Sued For Spreading Rumors.... 

Can An Employee Claim Improper Discharge Based On Office Gossip. 

OFFICE ETHICS 

Is It A Violation Of Office Ethics For An Employee To Join A Competitor 

Soon After His Training Period Ends... 

Can A Company Claim Right of Reprisal For Violations Of Office Ethics 

Which Are Not Illegal.-.— 

Can An Employee Have An Interest In A Company Doing Business With 
You Without Informing You. 

OFFICE MANAGEMENT 

Can A White Collarite Sue You For Failure To Provide Cleanup Amenities.... 

Must A Company Protect Its Staff From Fatigue.. 

Whom Can An Employee Hold If He Is Injured In Horseplay. 

What Are The Risks Of Permitting Practical Jokes. 

OFFICE PARTIES 

Can You Fire An Executive For Indiscretion At An Office Party. 

Can A Company Be Liable For The Acts Of An Intoxicated Guest. 

Can An Employee Sue For Injuries At An Office Party. 

OVERTIME 

Do You Have To Pay Someone For Overtime If He Does It Voluntarily. 

What Are Acceptable Excuses Of White Collarites For Not Working Over¬ 
time . 

If Illness Results From Overtime Work, Is The Company Responsible In 

Damages . 

Do You Have To Pay Overtime While Employees Take Their Coffee Break.... 

PERFORMANCE EVALUATION 

If An Executive Quits, Can He Demand His Records On Confidential In¬ 
formation Be Surrendered.. 

Can A White Collarite Sue His Supervisor For Slander Because Of A Bad 
Rating . 

PERSONAL DEBTS 

Should A Company Help An Outsider Collect The Debts Of Employees. 

Can A Company Dismiss A White Collarite Because Her Salary Is Gar¬ 
nisheed . 

Are There Any Company Liabilities For Counseling On Debt Problems Of 
Employees . 

PERSONNEL RECORDS 

Can An Employee Insist His Personnel Records Be Kept Confidential. 

PHYSICAL CHECKUPS 

Can Management Be Sued For Assigning Duties To Someone For Which 

He Is Physically Unfit. 

Is The Company Responsible If Its Doctor Fails To Warn A White Collarite 

Of Danger Disclosed On Examination. 

What Liability Does Management Have On Malpractice Charges Against 

Its Own Doctor. 

If The Company Nurse Gives The Wrong Pills To An Ailing Secretary Is 
The Employer Liable. 

POLICY MANUAL 

Must The Company Live Up To A Schedule Of Separation Pay Stated In 
Its Manual. 

POSITION CLASSIFICATION 

Are You Responsible To An Applicant If You Assign Her To Duties Which 

Affect Her Health.;. 

Can An Employee Sue You For Injuries Because You Assigned An Incom¬ 
petent As Her Assistant. 

PROBLEM EMPLOYEES 

Is A Company Liable To Outsiders Because It Plays Along With Problem 

Employees . 

Is There A Legal Risk To An Employer Because Of The Advice It Gives To 

Staff People In Difficulties. 

Can A Company Withdraw Extra Compensation And Vacations From Em¬ 
ployees Whose Outside Activities Reflect On The Company. 

Do You Have The Right To Control Off-The-Job Behavior Of An Employee 

RECREATIONAL PROGRAM 

When Is The Company Responsible To Its Employees Hurt In Company 

Athletics . 

Do Companies Have A Responsibility To Outsiders Just Because An Em¬ 
ployee Is Wearing The Company Uniform . 

Can A Company Insist Its Employees Participate In Recreational Programs 
Can An Employee Demand Overtime Pay For Recreational Activities. 

REFERENCES 

Can A Former Employee Sue For Slander Because Of Poor References. 

Will A Court Require A Company To Issue Good References To A Departing 

Employee . 

Can A Company Take The Position That Anyone Shifting To A Competitor 
Is Not Entitled To Good References. 

RESIGNATION 

If A Staff Member Resigns Rather Than Be Fired, Is It Considered Volun¬ 
tary . 

Can A Supervisor Demand That A White Collarite Resign. 


Will A Court Recognize An Undated Resignation Signed By An Executive 
When Hired. 

RETIREMENT 

Can Management Force An Employee To Retire. 

SAFETY REGULATIONS 

Can An Employee Claim Compensation For An Accident Caused By His 
Violation Of The Company Regulations. 

SALARIES 

Can A Company Force An Employee To Refund Overpayments Of Salary— 

Must Someone Whose Salary Is Overdue Stay On The Job .. 

Can An Employee Earn Salary Even Though He Does No Work.. . ... 

Can There Be An Employer-Employee Relationship Even Though No Salary 

Ig PsicJ ........_.......___...—....—.—. 

What Salary Must You Pay Someone If Nothing Was Said About Money 

When He Was Taken On. 

SALESMEN’S COMMISSIONS 

Can The Company Make A Salesman Refund Advances On Commissions 

That He Never Earned.^..---. .. 

Can A Salesman Collect Cdfnmissions On Sales Where The Customer Fails 

To Pay.-.—.——-. 

Can Your Salesman Claim The Commission For A Sale Someone Else 

Clinched . 

When Do A Salesman's Commissions End. 

SALESMEN’S RESPONSIBILITIES AND RIGHTS 

Can A Salesman Claim Compensation Against The Company If He Is Hurt 

While Driving His Own Car.. 

Can Your Salesman—Without Your Permission—Give A Customer The 

Right To Return Goods.- . 

Can You Fire Your Salesman If He Talks Up Another Product When He Is 

Servicing Your Customers. 

Can You Stop One Of Your Ex-Salesmen From Soliciting Your Customers 
Is 'Antagonizing A Customer' Just Cause For Firing A Salesman. 

SELECTION (EMPLOYMENT) PRACTICES 

Can You Sue Your Employee For Lying About His Qualifications. 

Can An Outsider Make A Company Pay Because It Was Negligent In Select¬ 
ing Personnel. 

When Can A Member Of The Staff Hire Help Without Company Knowledge 

Or Consent.—.----- 

Can You Employ Someone By Your Conduct Rather Than By What You Say 
If Nothing Is Said About The Period Of Employment, How Long Does It 
Last . 

SEPARATION 

Can You Fire An Employee Arbitrarily Who Has A Contract To Stay As Long 

As He Proves Satisfactory... 

Can An Employee Claim He Was Hired For Life. 

SEPARATION NOTICE 

What Happens To A Company Whose Notice Of Discharge Is Unclear And 

Ambiguous .-. ; . 

Must An Employee Be Notified Personally Before Her Dismissal Can Be¬ 
come Effective. 

SEVERANCE COMPENSATION 

If The Handbook Advises That Laidoff Employees Get Severance, Must 

The Company Live Up To It. 

Can You Demand Repayment Of Severance From An Employee Who 
Secretly Joined A Competitor. 

SICKNESS 

Can You End An Employment Contract Because of Employee Illness. 

Does A Salesman Earn His Commissions Even When Out For Sickness.... 

Is Your Employee Liable For Income Tax On His Sick Pay. 

Can You Be Sued For Ordering A Sick Employee Back To Work. 

SUGGESTION SYSTEMS 

Can An Employee Make The Company Pay For Savings On His Idea 

Dropped Into The Suggestion Box. 

Can An Employee’s Record With The Company Get A Black Mark Because 
He Never Made Suggestions.. 

SUPPER MONEY 

Must An Executive Report Supper Money As Part Of His Compensation For 

Tax Purposes ... 

When Is Supper Money Not Tax Deductible By A Company. 

Can An Employee After He Leaves A Company Sue For Unpaid Supper 
Money . 

TECHNICIANS’ RIGHTS & RESPONSIBILITIES 

Can A Technician Hire An Assistant Without First Getting The Company’s 

Consent . 

Who Owns The Rights To New Processes Devised By A Technician During 

Working Hours . 

Can A Company Bar Its Competitor From Using The Skills Of An Ex- 

Employee Developed On The Job. 

Can You Stop A Research Chief From Reading A Scientific Paper On A 

Discovery Affecting Your Company. 

Do Federal Wage-Hour Laws Concern Engineers Hired On An Hourly Basis 

TERMINATION OF EMPLOYMENT 

What Is Neglect Of Duty Justifying Discharge. 

Can You Fire A Man Without Reason If He Has No Contract. 

TRADE SECRETS 

May An Employer Use Experience And Knowledge Gained With You To 

Compete Later. 

Can You Block An Ex-Employee From Using Your Trade Secrets If You 

Don't Have A Written Agreement. 

Are You Running Any Risks When You Take On Your Competitor's Ex- 

Employee To Develop New Products. 

Can You Ask A New Office Employee To Install Systems He Learned With 
A Competitor . 

VACATIONS 

Must You Pay The Man You Fire Before Vacation Time His Vacation Pay.... 
Must You Continue Giving Paid Vacations Because The Firm Did So In 
The Past. 
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YES 


Start sending us WHITE COLLAR MANAGEMENT 
twice-a-month at $3 per month (payable annually) until noti¬ 
fied otherwise. It is understood that we may cancel this order 
at any time and that any advance payments will be refunded. 


o 


Send us 
one copy twice-a-month 
at $36 per year. 


NAME 


COMPANY 


ri“DP, r-TT T 

i/ «*> w Y 1 

TITLE 


Send us 
additional copies 
at $1.00 per man 
per month 
for distribution to our 


ADDRESS 


CITY 


STATE 


ZIP # 


n 




supervisory personnel. 


(Fully deductible as a business expense) 

□ BILL COMPANY 

“WHITE COLLAR MANAGEMENT” Will Help All Your Executive Personnel 


□ CHECK ENCLOSED 



























